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Job Aid: Update Your Talent Profile
Purpose

The purpose of this job aid is to guide you through the step-by-step process for updating
your talent profile in the VA TMS.

In this job aid, you will learn how to:
e Update your talent profile

e Add a supervisor
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Task A. Update Your Talent Profile

1. Navigate to the User home page.

2. Select User Name.

Talent
Management
System

(s}

Admin

[vA0400 LMSUSER]
EDUCATION AND TRAINING SERIES (GENERAL)
1 LMS TRAMING

Search Leaming Plan | Show: | Everything v

Overdue
4851 days overdue - Visitation (Palo Alto)
In progress

4821 days overdue ] GEMS (Palo Alto)
Awailable

] Hazardous Materials (Palo Alto)

3. This screen displays your talent profile. You can edit any section that has a
pencil icon next to it. Select the pencil icon next to Awards.

— Groups and Association gl % __ External Work History _ [EEued +

Mo Information Ha Information

_ijecls_m Y Awards ! % |

o Tesi Award 1ME2014
Mo Information
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4. Add an Award Description and Date Awarded.

5. Select Save. You have successfully added an award to your talent profile.

. |
Add Awards = (]

* Required Field(s)

Award Description

Date awarded (73
Save Cancel
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Task B. Add a Supervisor

1. Select the pencil icon next to Employee Information.

— Employee Information | F
User ID: LMSUSER V0400
Employee Type: VA Employee
Employee Status: Full Time
Number of Direct Reports: 1
Domain: Load Test Domain
Role: Systemn Default User Role

2. Select the Supervisor ID magnifying glass icon.

bl

=
Edit Employee Information [x]
* Required Figld(s)
Supervisor ID Q,
Resume Location
Coach ID Q,

Summary Statement

3990 characters remaining
eProfile |D:

Save Cancel
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3. Enter your search criteria and select Search.

Search Users

Enter a value for each field that you want to use to filler your search. Click Search to display the resulls

Case sensitive search:

User ID:

Last Name:
First Name:
Middle Initial:

Raole ID:

User Status:
Profile Status:

Status:

Email Address:

Domains:
Employee Types:

Position ID:

Native Deeplink User:

O ves ® no
[starts with ~
[startswith [ ~]
[startswith | ~]
[Starts with !
[starts with ~

® active ) Not Active ) Both
() active ) Expired ® Both
) Locked O Unlocked ™) Both

[Starts With ™~
[starts with [~] |
[startswith ] |

[startswith  [~] |

 ves O No ® goth

Search

Reset

4. Select the correct supervisor from the search results.

View Users Results

User ID
LMSSUBORD. V0002

LMSSUBORD. V0003
LMSSUBORD. V0004
LMSSUBORD. VD003
LMSSUBORD. V000G
LMSSUBORD. V0007
LMSSUBORD. V0003
LMSSUBORD. V0002

LMSSUBORD. V0010

Uszer Mama

LMSSUBORD, TEST
VADDDZ

LMSSUBORD, TEST
VADDO2

LMSSUBORD, TEST
VADDOD4

LMSSUBORD, TEST
VAD00S

LMSSUBORD, TEST
VADODOG

LMSSUBORD, TEST
VADDOT

LMSSUBORD, TEST
VADDDS

LMSSUBORD, TEST
VADOD9

LMSSUBORD, TEST
VADD10

Domain ID  Job Location

82

Organization ID  Emp Type

TEST.040 n
TEST.040

TEST.040 1
TEST.040 1
TEST.040 1
TEST.040 1
TEST.040 1
TEST.040 1
TEST.040 1

Select

Select
Select
Select
Select
Select
Selact

Select
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5. Select Save. You have successfully added a supervisor to your talent profile.

=
Edit Employee Information K

* Required Field({s)

Supervisor ID Q,  LMSSUBORD.VODOS
Resume Location
Coach ID Q,

Summary Statement

3990 characters remaining
eProfile 1D:
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- Save Cancel
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